SMART VOUCHER SUBMISSION INSTRUC

AFollow the smart voucher instruction to generate a DD 1351
https.//smartvoucher.dfas.mil/voucher

APrior to submission, read slide deck to its entirety.

A Claimant signaturand Reviewer signaturenust be signed prior to submission.

ASend your smart voucher generated travel voucher straight to DEfG one of
the two options provided.

A 1. Submit using the smart voucher system.
A 2. Submit using email provided on slide 37.

AEnsure you include a copy of your voucher with your{Prrétessing packet
when submitting thru SharePoint.

ATrack your voucher using the Check Voucher Status
https:// www.dfas.mil/militarymembers/travelpay/checkvoucherstatus.html



https://smartvoucher.dfas.mil/voucher/
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NOTE: Mot for use with travel processed in the Defense Travel System (DTS).

Access SmartVoucher with your myPayusername and password or CAC card.

For use when completing the following types of vouchers:
Military tempaorary duty (TDY) travel

Military permanent change of station (PCS) travel

Civilian temporary duty (TDY) travel

Note: Not for use with civilian relocation (or PCS) moves.

The SmartVoucher makes it easier to complete travel vouchers by guiding you step-by-step through a series of
questions then it creates a completed DD Form 1351-2. SmartVoucher makes sure all the required fields are filled in
to create a complete and accurate voucher. Errors take time to correct and delay payment, use the SmartVoucher to

avoid mistakes!

You'll get a list of supporting documents based on the answers you provided. Be sure to include those with your DD

Form 1357-2. And, don't forget to print the form to get the required signatures before submitting.
To upload securely online, use Travel Voucher Direct.

To find another method for sending to your claim read the Where to Submit guide to make sure you send your claim

to the appropriate DFAS office. You can, if you prefer, send via fax, email or mail.

Page updated March 3, 2015

Click Smart Voucher



#  SmartVoucher

Welcome to Travel Pay Service's SmartVoucher!

This website has been tested on IES, Firefox and Chrome

v PR -

Login with myPay Username and Password [lLogin with DoD CAC

| You may also log in Click
with YOUR own

w.. | personal Common

s | Access Card (CAC).

Fields are case-sensitive:

Login ID

(Same as myPay, NOT your Social Security Number)

Password - You cannot use
(Same as myPay, NOT Interactive Voice Response System (IVRS) someone else’s CAC.
Personal Identification Number (PIN)

Login Login with CAC

Forgot your Login D or Password, click HERE!

To enter your Password more securely, click
on the On-Screen Keyboard button below.

On-Screen Keyboard




¢  SmartVoucher

. UserType Initial Advs Personal Itnerary Reimbursables Meals Misc Finish  Preview  View/Print  Logoff
You have logged on as: RONALD LABOR BONILLA
Last Successful logon: 09/16/2017 08:25:03

Last Unsuccessful logom:

System Messages

Welcome to SmartVoucher, and the application's redesign. Please ensure your email address is correct within MyPay, as the email
address registered is the one to he used for communication. In the meantime, we hope you enjoy the new look and feel and the
improved process flow.

General Instructions

TDY Vouchers

Edit Delete View/Print Travel Order Start Date End Date Supplemental Status

Edit | Delete J&-337-002 12/30/2016 07/03/2017 No ' In Progress

PCS Vouchers

Edit Delete View/Print  Travel Order Dependents Start Date EndDate  Supplemental  Status

Edit | Delete fof-000 !1 02017 09/1072007 No In Prograss
/

Create New Voucher  Supplemental Voucher  Copy Voucher

Click
Create New Voucher
or
Supplemental Voucher



Menu - nitial  Advs Personal Itinerary Reimbursables Meals Misc Finish  Preview View/Print Logoff

User Type Selection Step1ofil
What type of user are you? Reqular Active Duty v —— Select Category
SR
What is your category of travel? PCS v Click Next

Permanent Change of Station (PCS) - the official relocation of an active duty service member and/or civilian-along with valid dependents—to a
different duty location, such as a military base. A permanent change of station applies until replaced by another military PCS order, completion of
active duty service, or some other such preemptive event.

For Military Temporary Change of Station (TCS) - select TDY

Note: If retiring/separating and filing final PCS voucher, select user type from which you retired.

Back  Next




SmartVoucher
Menu User Type Advs Persona Dependents tinerar Reim bursables Misc Finish Previe ew/Print Logoff

Initial

* Travel Order Number Show/Hide Help | | \

NOTE: Use the travel order number from the original travel order for which you are filling out this voucher for reimbursement. Do not use the travel order number from
any of the amended travel orders.

ormation Step 2 of 12

* What is your form of payment? Show,Hide Help
If you would like to change your bank account for travel pay deposits you must change your depositing information through myFay.

If you would like to confirm,change banking information, do 50 at the following link: m
NOTE: Allow 24 to 48 hours for the change to register throughout the system.

* Are you filing this voucher for reimbursement of a Personally Procured NGO

Mowve (PPM), also known as a Do-lt-Yourself (DITY)?

NOTE: If you select "Yes' then you are reguired to have a2 DD Form 2278 completed by the transportation office.

NOTE: Ensure you list your operating expenses on a separate paper or on the Personally Procured Mowe (PPM) Checklist and Certification of Expenses form provided by the transportation office.
*:# For additional information on Perscnally Procured Move (PPM), also known as a Do-lt-YourselT (DITY), Click here.

* Are you filing this voucher for reimbursable expenses ONLY? No

NOTE: Claiming OMNLY reimbursable expenses will not allow you to enter an itinerary and claim any travel or per diem entitlements. Examples of reimbursable expenses would be storage,
postage, actual expense of household goods, and visa fees. For a complete list of reimbursable expenses, please refer to Appendix G in the JFTR.
NOTE: If you select "YES” for the above answer, this will delete any itinerary you hawe entered.

* What is the Duration of your travel? Show/Hide Help | More than 24 hours L
* Did you ship your house hold goods? Mo
* Are you filing this voucher for a retirement or separation? No s

NOTE: You are not entitled to your separation,/retirement final travel to your Home of Record/Home of Selection or PPM prior to your effective date of retirement or separation.

* Are you claiming Dislocation Allowance (DLA)? NoO
NOTE: Click here to link to the TR to review DLA entitlement. Once at the TR, go to Chapter 5 (PDT), then Section A10 (DLA) for details.

I

* Is your spouse active duty military? Unmarried w
* Are you claiming a Temporary Lodging Expense (TLE)? NOo

NOTE: If you select "Yes' then you are reguired to fill out a TLE form.

=== For additional information on TLE, Click here_

* Did you perform temporary duty enroute? NOo

* Did you take consecutive overseas tour leave? NO

* If you drove your vehicle(s), how many POVs did you drive?

i

Back Next <&

Correctly Fill out each block

Click Next



¢ SmartVoucher

Menu  UserType  Initil . Personal - Dependents  fnerary  Reimbursables  Meals Misc Fimish  Preview  View/rint  Logoff

I |

* Did you receive any previous government payments| partial

payment/advances for this travel order?
Note: Do not includs Automated Teller Maching (ATM) witharawals from your Govermment Trave! Charge Card.

during this travel period?

Back

* Did you receive any payments from Defense Travel System (DTS)

Next

No v

No v

Step4of L

\/

-

Answer Correctly

Click Next



o SmartVoucher

Menu User Type Initial Advs Dependents tinerary Reimbursables Meals Misc Finish Prewview ew/Print Logoff

Step 3> of 12

Instructions: This screen is for basic information. Please ensure the address and phone number you provide is current. This information will
be used to send the Advice of Payment (AOP), and may be used to contact you if your claim cannot be processed. Please edit your personal
imformation. Upon completion please click the "Next” button and your changes will be sawved.

* First Name: | |
Middle Initial: | | \
* Last Name: | |

Social Security Number: waEowE-1202 Fl” Out PrOpeHy

* Grade/Rank: E-1 '

Personal Information

* Personal Street:

| Click Next

|
Personal Street2: | |
|

* Personal City:

* Personal State: [south Carclina ~|
* Personal Country: |USA hd
* Personal Zip Code /APO/FPO: Zip Code Lookup | |

* Phone Number:(Daytime) | |
MNote: A phone number is wery important. If you do not have a telephone number put in 'none’.

* Email Address:
Mote: An email address is extremely important. This is our primary way of contacting you. If you do not hawve an email address put in "none’.

Do yvou have a Government Trawvel Charge Card? MNOo s
Mote: If you say no you will not be able to reguest split disbursements._

* Organization: | |
Mote: If you do not know the organization put in "Unknown'.

Organization Street: | |

Organization Street2: | |

Organization City: | |

Organization State: |SDuth Carolina vl
Organization Country: [Usa e ~
Organization Zip Code/APO/FPO: Zip Code Lookup |292{}? /l

/ __

Back Next




¢ SmartVoucher

Menu UserType Initial Advs Personal |Dependemts| ez Feimbursables Meas Vo Fnisn Preview View/rint Logoff

Dependents Step Sof 12 Click Dependent Yes or No

Instructions: This screen s for basic dependent information. Please ensure that you provide current information. When adding or eciting a
dependent, please click the "Save” button to save. Upon completion clck the "Next” button. Please note that a separate itinerary will be
required for all unaccompanied travel (ex. f member and dependents travel at dfferent times and)or to/from different locations you vill need
t0 Create & new voucher ) If you are required to sulbimit & separate tinerary, you will e able to use the COPY feature (Copy Voucher

found in the Menu screen.

Click Next

* On this voucher, are Xou cIaimin? dependents? No v
Remember, if you select yes and dependents traveled to/from a separate location or during a different timeframe, you will need to create a new voucher to

Back  Next



¢ Smartloucher

Merw UserTyoe it A Personal - Deendents . Temouratles Mels Misc Fiish Pevw ViewPrin: - Logoff

Click Add

Hnerary Information

Comentl, you e ot entered st o this el voucher

Back  Aad
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Add/Edit Itinerary Leg

Departure Information

* What day did your travel begin? | DD/YYYY

* What Installation/Base,/City are you departing from? | | \

* What State/APO/FPO are you departing from? | d / PrOperIy Fill Out Departure and Destinatio

What is your departure location's zip code? Zip Code Lookup I:I
| Keep Adding if you require more spaces ft
* What country are you departing from? | V| "
— itinerary.

Destination Information

* Where is the arrival city?

* Where is the arrival State/APQ/FPO? | d
What is your arrival location's zip code? Zip Code Lookup |:|
* Where is the arrival country? | / V|
* What was your Mode of Travel?
* What was your reason for stopping at this Show/Hide Help | / "|
destination? Example:

Note: POV pick up or drop off as separate trips - reason for stop should be AT.

Note: POV pick up or drop off 2n route with the PCS - reason for stop should be AD.
* What date did you arrive at your destination? | / | MM/DD/YYYY
* Did you incur any lodging expenses while at destination?

Cancel Save



¢  SmartVoucher

Menu  User Type  Initial  Advs Personal Dependents Itinerary - Meals Misc  Finish  Preview  View/Print  Logoff

= On this screen you will claim your reimbursable expenses. Click the "Add Expenses” button below to add a reimbursable expense.
= To see which reimbursable expenses can be claimed, see Appendix G of the [FTR/IFT.

= If you are claiming a reimbursable expense incurred in a foreign country, then claim the expense in the local currency, and in the US
dollars.

leimbursable Expenses

Currently, you have not entered any expenses for this travel voucher.

Total: $0.00 50.00

Add/Edit Expense

You can add one time expenses or daily expenses incurred during a specific time frame.

If you do not see a reimbursable expense listed that you need to claim, select 'Other from the drop down and a free text box will
appear in which you can type in the applicable expense.

Note: failure to specify type of expense will result in non-payment

Note: For InfAround mileage, select daily expense and enter the beginning and ending dates of the travel. Then select In/Around
mileage from the expense box and input the number of miles per day. If your daily mileage varies, you may enter a series of one-time
expenses to claim the specific mileage for each day.

Note: Do not use the dollar sign ($) when inputting dollar amounts.

o

o

o

o

o

* Was this a One-Time Expense or a Daily Expense? ® One-Time Expense O Daily Expense /
* What was the date of this expense? ‘ | MM/DD/YYYY
* Type of expense? | V|

* What was the amount of the one-time expense? Show (Hide Help ‘

Cancel Save

Add all authorized reimbursable



afs SmartVoucher

Miscellaneous Information Step 9 of 12

Add Remarks

Leave Taken

{A) Specify dates on which leave was taken:

Remaining Characters: Must Add a Reviewer (A reviewer can be your
N irst Line Supervisor at your program; it does n
) / have to be a POC from USASD)

Approver will be DFAS

Unused Tickets

| do have unused tickets from this trip: [ If yes, then those tickets must be turned into the Transportation Office (T/0) or
Commercial Travel Office (CTO). Paid receipts for lodging and rental car are required regardless of amount. All other expens

over $75.00 will require a receipt.

Click Next

{B) Specify all unused tickets (including identification of unused e-tickets):
Remaining Characters:

{C) Specify any general remarks regarding this voucher:
Remaining Characters:

Reviewer and/or Approver Information
Print your Reviewer's Name Print your Approver's Name

Print your Reviewer's Phone Number Print your Approver's PWE[

Back Next




Step 11 of 12

Trawvel Order Reimbursement Type

1i-000-001 EFT

First Mame: A
Middle Initial: ..
Last MName: BBBS,
Grade / Rank: E-1
Organization: usaAsD
Street: 5450 STROM THURMOMD <
Edit City: COLUMBLA -

- oo = > Verify All Information are correct

Edit Phone Mumber: DDD—E:J;] 111 CI ICk N eXt

Edit Government Travel Charge Card:

Dependents

Mo Dependent inform artion is available.

Itinerary Information

Departure Departure Departure D
Darte City

Arrival Arrival Arrival Arrival Mode of Reason POC Owner

City State COoOUntry Trawvel for Stop Miles Operatcc e e

Edit

Fort ’
Edit 09/01,/2017 Campbell KY Usa 09/02/2017 Jackson sC Usa GP M o No S0.00

Itinerary Information

Edit Departure Departure Departure Departure  Arrival Arrival Arrival Arrival Mode of Rea=on POC Owner [/ Lodgin
Date City State Country Date City State Country Travel for Stop Miles Operator ging

it 09/01,/2017 Campbell KY usa 00/02/2017| Jackson 5C usa MC o No 50.00

Reimbursable Expenses

Mo Expenses information avai

Mo Meal Expenses information available.

Miscellaneous Information

Edit Question
Edit Leave Taken:
Edit Unused Tickets: /

Remarks:

gl
=

Back Next



View Travel Voucher and Save to Deskto
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